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CIVIL SERVICE EXAMINATIONS 


This pamphlet refers particularly to 
examinations for general classes to which 
appointments are constantly being made. 
These examinations are generally held 
twice a year, usually in the spring and 
fall. Anyone interested in positions of 
a technical or special nature, is invited to 
write to the Commission for Pamphlet B. 


CLASSES OF POSITIONS AND 
SALARIES ATTACHED 


Class Salary 
Messenger Clerk (Otta- 
Wit)! (iy slates © ecko 600— 900 per annum 


Office Boy (Ottawa).... 3800— 540 
Junior Clerk-Bookkeeper. 660— 960 “ s 
Junior Audit Clerk...... 600— 900 “ oe 
Junior Account Clerk... 600— 900 “ se 
Junior Stenographer- 


Bookkeeper vc, eee a 660—- 960 “ e 
Junior Clerk-Steno- 

PR AONECY * ie tis: cae ees 600-— 900 *“ 
Junior Clerk-Typist..... 600— 900 “* es 
JuMmor ‘Clerks. aaron. 600'— $00 * a 
Junior Statistical Clerk. 600-— 900 “ gS 
Junior Stores Clerk..... 600— 900 * Hy 
Junior Supplies Clerk... 600-— 900 ‘* Ae 
Junior Wile Clerk sutsas 600— 900 * He 
Clerk-Bookkeeper ...... 1,020 —1,320 ‘ ay 
ATOLE Wlerki es. ciearen. caewe 960—1,260 ‘* es 
A ceounte Clerin sian oe 960—1,260 ‘ Fs 
Stenographer-Book- 

KON Sri cele fii se det ont ee 1,020 —1,;320) * u 
Clerk-Stenographer ..... 960—1,260 ‘ ce 
Clerk-TyDiat- tae viesa~uh ae 960-—1,260 ‘“ eS 
Pile Clerke tes)s6). Srasale ae 960—1,260 ‘“ * 
Cloriy (fines con fade SEO 1,260 ms 
Statistical Clerk ...¢.c00% 960'—1,260 ‘“ gs 
Biores Glerlk ete Las we ae 960—-—1,260 ‘ e 
Supplies Clerk ...<ih. 7 4 960—1,260 ‘ He 
Customs Guards ieee. 960—1,260 ‘“ ‘ 
Postal. Gierinsiiv wcckee 42 840-—1,500 “ ih 
Postal Porter. ofc asiese o- 840—1,260 ‘“ A 
Transter Aen <j exw ou 780-—1,260 ‘“ ay 
Letter Carrion iacae ras 780 —1,2:60* ‘> = 
Railway Mail Clerk..... 840 —1,560* ‘ a 
Immigration Guard..... 660 — 960* * 2 
Immigration Inspector ..1,200—1,560 “ 4: 
Packer and Helper..... 780—1,020 ‘* 7 
Watchman” oe ccs aieas 24's 720— 960 * a 


* Plus allowance for uniform, boots, etc. 
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SUBJECTS OF EXAMINATIONS 


(For tthe scope of each subject see next 
section) 
Class Subject ° 
Messenger Clerk (Ot- -Oral Examination. 


taway 22a oe 2 cited OCA Heeorraphiv: 
Office Boy (Ottawa). (General Ability, I. 


Junior ‘Clerk-Book- 

keeper .... 
Junior Audit 
Junior Account Cler 


[ arithmetic, ie 
tam. >, Bookkeeping, al. 
capetae le | General Ability, IE. 


[ Bookkeeping, I. 
Junior Stenographer- | Shorthand, I. 


Bookkeeper ....... Typewriting, I. 
| Sonaret Ability, T. 


? : Shorthand, I. 
Junior Clerk-Steno- Typewriting, T. 


STADINCT i ceweet oe eteke General Ability, I. 


Junior Clerk-Typist.. { rypewriting, Il. 
<P General Ability, I. 


JUWMIOTRO Ler a: ae 
Junior Statistical 'Clerk 
Junior ‘Stores Clerk.. 
Junior Supplies Clerk 
Junior Bile Clerk.... 


eas. iO 
ae Ability, I. 


Education and Experi- 
Clerk-Bookkeeper .... ence. — 
Audit  Cherk:See aaa Arithmetic, IT. 
Account? Clerk [eo a. Bookkeeping, II. 
y General Ability, IL 


Education and Experi- 
ence. 

Arithmetic, II. 

Bookkeeping, II. 

Shorthand, I. 

Typewriting, I. 

General Ability, II. 


Stenographer-Book- 
keener.  sHAce velstecr 


Education and Experi- 
ence. 
Clerk-Stenographer ..;( Shorthand, II. 
| Zypewntting, eles 
General Ability, II. 


Education and Experi- 
ence. 


Clerk vqgi rst sretene sities Tv peween etl 
General Ability, ITI. 
Education and Experi- 
“ile Clerk engi 


LARRY RHA Tine, 
tasters Ability, II. 
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Clb wtein Rts Ss aryl oe Education and Experi- 
Statistical Clerk...... ence. 
Stores Clerk ........ | Arithmetic, Tr. 
Supplies Clerk ...... General Ability, II. 
Customs Guard ..... Physical Fitness. 
General Ability, I. 
Postal Clerk .2s20 23: f Arithmetic, I. 
(General Ability, ILA. 
Postal Porter’... : 
Transfer Agent ..... Physical. Fitness. 


Immigration Guard... 
Packer and Helper... 
W atehnran 0-8 e, Ss: 


General Ability, IIB. 


Letter Carrier ...... pander Fitness. 
General Ability, IIB. 


Arithmetic, I. 
... 4 Geography. 
General Ability, IIC. 


Railway Mail Clerk 


Education and Experi- 
ence, 

Oral Examination. 

Physical Fitness. 

General Ability, I. 


immigration Inspector 


SCOPE OF EXAMINATION SUBJECTS 


ATG CCICS 4, Ln l se tele oe Addition, subtraction, 
multiplication and di- 
vision, simple fractions, 
percentages, propor- 
tions, simple problems 
in commercial arith- 
metic. 


Arithmetic, Its...3 > A knowledge of Arith- 
metic, I, discount and 
interest, and more diffi- 
cult problems will be 


given. 
Bookkeeping, I...... Elementary Principles. 
Definition of Bookkeep- 
ing terms. 


Business forms including 
notes, cheques, drafts, 
bills of exchange, in- 
voices, receipts, de- 
posit slips, etc. 

Cash Book. 

Journalizing. 

Posting. 

Closing and balancing of 
accounts. 

Trial Balance. 

Operation of petty cash 
account. 


Bookkeeping, Tl. +. 


Hducation and EHa- 


perience .... 


TW OORT Ohare ee 


eoeceoe 


General Ability, I and 


1M Ee eo Oe 


General Ability, IIA, 


IED Chie) IE RO 


erececee 
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Bookkeeping Principles. 

Definition of Bookkeeping 
terms. 

Negotiable Instruments 
and other business 
forms. 

Cash Book. 

Petty cash account. 

Bill Books. 

Journal. 

General Ledger. 

Subsidiary Ledgers. 

Closing and balancing. 

Trial Balances’ before 
and after closing. 

Financial Statements. 


These papers will test the 
ecandidate’s education, 
training and fitness for 
the particular class of 
position for which he 
is applying, and will 
include practical ques- 
tions relating to the 
duties of office. 


Moderate knowledge of 
Filing, Indexes and 
Equipment. 


Tests designed to test 
mental accuracy and 
alertness, and  gen- 
eral intelligence. The 
tests are so devised that 
they require no _ in- 
formation on any sub- 
ject (except possibly 
elementary arithmetical 
rules). The solution 
to the problems de- 
pends on the _  can- 
‘didate’s ability to think 
clearly. No further in- 
formation re the nature 
of such tests can be 
given, and candidates 
need not make any 
special preparation for 
this examination. 


These papers will be a 
test of general in- 
telligence and will also 
include a practical test 
of the candidate’s fit- 
ness for the duties con- 
mected with the 
position. 


Geography, (Railway 

Bree Clerks hic. cas Special reference to Can- 
adian Railway trunk 
lines and routes and a 
practical knowledge of 
the districts through 
which these routes 
pass. 


Local Geography, 
(Messenger-C lerk, 
WGC me TON) ie cis teen A knowledge of the city 
and suburbs. 


Physical Fitness ....Candidates are cautioned 
against applying for 
positions for which 
they are not physically 
fit. A rating by a 
medical officer will be 
required where this 
subject is mentioned 
in the list of examina- 
tion subjects for any 


class, 
SEOTURANA,) Losses »»» Rates—80 and 100 words 
z per minute; subject 


matter to be business 
letters and memoranda. 


Shorthand, IL. 28: .-. Rates—100 and 120 words 
per minute; subject 
matter to be business 
letters and memor- 
anda. 


EU DECUNUCIIL ign Litany nate 30 words per minute. ; 
Typewriting, II...... 40 words per minute in- 
cluding : 

(1) Correct copy to be 
typewritten. 

(2) Incorrect copy to be 
typewritten, and mis- 
spelled swords to be 
corrected. 


Typewriting, III..... 50 words per minute in- 
cluding: 

(ly Correct’ copy to be 
typewritten. 

(2) Incorrect copy to he 
typewritten, and mis- 
spelled words to be 
corrected. 


Note.—Marks are deducted for misspelled 
words in all examination papers. 


GENERAL INFORMATION 


READ CAREFULLY 


1. Nationality and Residence.—Al\l can- 
didates must be British subjects either by 
birth or naturalization, and must have re- 
sided in Canada for a period of at least 
three years. Persons who have been on 
active service overseas and who were domi- 
ciled in Canada at date of enlistment, are 
exempt from the regulations regarding 
three years’ residence in Canada. This 
also applies to British Reservists who were 
in Canada when called to the colours. 


2. Age Limits.—The age limits for these 
examinations are 18 to 35 years (Office Boys 
14 to 18 years), except in the case of per- 
sons who have been on active service over- 
seas, and in the case of permanent civil 
servants, who, when first appointed, were 
not over 85 years of age. 


8. Preference to Candidates with Over- 
seas Active Service.—Preference in ap- 
pointment is given to candidates who have 
been on active service overseas and who are 
found to possess the minimum qualifications 
for the position. For clerical positions, can- 
didates who have had overseas active 
service will be given at least a pass mark 
in Education and Experience. This pref- 
erence is also given to widows of those who 
have died as a result of overseas active 
service. 


4. Residential Preference.—Except in 
the case of positions at Ottawa, preference 
in appointment is given to residents of the 
districts where the vacancies occur. 


5. Teaching Experience—Teaching ex- 
perience is not accepted in lieu of office 
experience, 


6. Hxamination Centres.—Examinations 
will be conducted, when required, in the 
following centres: Prince Rupert, Victoria, 
Vancouver and Nelson, in the province of 
British Columbia; Edmonton, Calgary and 
Frank, in the province of Alberta; Sas- 
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katoon, Regina and Moosejaw, in the pro- 
vince of Saskatchewan; Brandon and Win- 
nipeg, in the province of Manitoba; Port 
Arthur, Sault Ste. Marie, North Bay, 
Windsor, Sarnia, London, Woodstock, 
Brantford, Hamilton, Toronto, Peter- 
borough, Kingston and Ottawa, in the pro- 
vince of Ontario; Montreal, Sorel, Sher- 
brooke, Three Rivers and Quebec, in the 
province of Quebec; Fredericton, Chatham, 
St. John and Moncton, in the province of 
New Brunswick; Charlottetown and Sum- 
merside, in the province of Prince Edward 
Island; Kentville, Yarmouth, Halifax and 
Sydney, in the province of Nova Scotia. 
Examinations may be held at points other 
than these centres, but only when the num- 
ber of candidates and the distance from a 
regular centre would justify such action. 


7. Admission Order and General Instruc- 
tions—An order for admission to examina- 
tion is sent each candidate before the ex- 
amination. It contains instructions as to 
the time and place at which can- 
didates should present themselves for ex- 
amination, and information re the general 
conduct of the examination. Candidates 
who do not receive this admission order 
in a reasonable time before the date of ex- 
amination, should notify the Commission 
. by wire. 


8. Examinations in English and French. 
—Any examination may be written in 
either English or French at the option of 
the candidate, but all the subjects of the 
examination must be written in the one 
language which the candidate has selected. 


9. Standing Required to Qualify—IiIn 
order to qualify in these examinations, 
candidates must secure 50 per cent in each 
subject, and an average of 60 per cent on 
all subjects. 


10. Results of HExaminations.—Papers 
are marked with all possible despatch and 
as soon as the results are completed, can- 
didates will be notified. Prior to that time 
no inquiries addressed to the Commission 
will be answered and no letters explanatory 
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of errors presumed to have been made in 
an examination will receive any attention. 


11. Appeals.—Within one month after 
the publication of the results of the ex- 
amination, any candidate, who considers 
that his answer papers have not been cor- 
rectly valued, may make application to the 
Commission to have his papers re-read. 
Such application must be accompanied by 
a fee of $2. In cases where the appeal is 
sustained, the fee will be returned. 


12. Temporary Employment.—The Civil 
Service Commission cannot create positions. 
Positions are filled from existing eligible 
lists, as the departments report vacancies. 
Candidates are offered permanent appoint- 
ment as far as possible, and may be offered 
existing temporary vacancies when per- 
manent positions are not available. Such 
temporary employment of course does not 
jeopardize the candidate’s eligibility for 
permanency. 


13. How to Make Application for 
Temporary Employment.—Write to the Civil 
Service Commission, Ottawa, requesting the 
application form for ‘temporary employ- 
ment. Applicants should furnish all the 
information required, as it is distinctly to 
their advantage to have their qualifica- 
tions adequately rated. All application 
forms must be sworn to before some one 
legally authorized to administer oaths. 
Applicants for temporary employment 
should indicate where they would be will- 
ing to serve and should state clearly the 
kind of employment desired. 


14. Candidates who do not meet the re- 
quirements of the regulations of the Civil 
Service examinations, are not excluded 
from a chance to obtain temporary employ- 
ment, but are placed at the end of waiting 
lists and will only be appointed when the 
preferred class of applicants is exhausted. 
This applies to,— 


(1) Those who do not come within the 
age limits; 
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(2) Women whose husbands are living, 
but who can prove to the satisfac- 
tion of the Commission that they are 
not in receipt of adequate support; 


(8) Those who have not resided in Can- 
ada for at least 3 years. 


The following pamphlets may be ob- 
tained, on request, from the Civil Service 
Commission, Ottawa :— 


A.—General Civil Service Examinations. 
B.—Special Civil Service Examinations. 
C.—Promotions in the Civil Service. 


D.—Civil Service Procedure (for De- 
partmental Officials only). 


ANNAN 
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